' OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE | DEPARTMENT OF ARCHIVES AND HISTORY
: RECORDS MANAGEMENY DIViSION
INSTRUCTIONS: See Pubhcatlon No. 76—-“M-1 for instructions on completing this form. Forward signéd original to

] Department of Archives and History, Records Manageiment D:wsson 330 Capitol Avenue, Atlanta Georgia, 30334
3 Atfention Scheduling Section.
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3 FOR AGENCY USE _ 1. Agency Address _ FOR RECGROS MANAGEMENT UsE
Application Date  Department of Transportation , Application Number '
' General Support Services /
Apglicgtion Number 2 Capi.to}. Square | Date Réwad 2 9 %’:u Completad

Atlanta, Geargia 30334 ' ) : :
L o laus 26 g} SEP -8 107

2. Person to Contact ‘Working Title Tg;gpmn'g ﬂumber

John T. Kitchens | " Surplus Property Officer ' 656-5251

3. Action Requestad : , . | | S e
a. [T Estabusn Retantion Scheduie, record will continue to accumulate 3 T :
b. D Dispose of prasent accumulation; no further accumulation anticipated.

c, Q Amend Application No. 247 _ Chack One: [ Change & Subercede CJ Void
1 4. Dates of Series : 5. Records Series Tltie (followed by title used in office; if different)
Earliest Latest
1970 ] Present _ ~ Real Property Inventory File ]
6. Division and Office Function What is thé function of th; Division aéd the Offic_e in which thi; record series is cteated?

The Division of Administration provides staff support to the Department in the areas

; of general accounting, audits and fiscal procedures, equipment control, purchasing,

© _inventory and warehouse control, general files, records management, Department
Budget and Alr Transportatlon service. :
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'

7. Record Series Description This file contains the following documents linclude farm numbers and r:tfes if any):
: : Attach samples of the file. :
P Documents relating to: maintaining a’ cﬁ’f:reﬁt 1nveﬁto£y 6f real @’fopertir under Ehe departments '
i : Jurisdictioni. - fom 0 Seod T Thy Inv 2T
PieSlsa A Telat ot QderTos .'~ ‘re‘?;m'V*t.JCC - .
Included are: "Real property Inventory Form 91—403A and related documents’ and cor-

respondence.
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File is arranged: | Alphabetically by County.

8. Monthly Reference Rate How often are recoards referred to which are:

One to six months old Ml :ISeven to twelve months old 1 wmenwas Thirteen to twenty-four months old 1 o
twenty-five months and older —— . ._.7 - ‘

9. Annusl Rate of Accumulation of Records 10
Letter-size drawers e’ Legal-size drawers ______* ; Shelves _

e Other {specify)

AR—S0-7% Rev.78 ' —_ tovan
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Attach copy oF excert of laws or mgulatmns Exg! ain af‘rmm ratwe need

' ;"_z?._ti_on.
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_12 An;mné D&mﬂmn 1nftruc~uuns . -Tnig agma; recorﬂmr.ﬁds :h i the fua seri:“‘ba cut 47 at tha end of &g‘_,n
_ . o L pvoserty faventrov,

CI Ho:d in th: curfant ﬁtea areg ﬁ..._..mh_..momh(SJ R— Vear(s} theﬂ o R :
1 Transfer to lovﬂ hclding aF23; hald, _-,,-yearu then = oL

i=3 Transter o Site Rem sCenter, ho!d._.__ e _____year(.,} thea o7 L

a Destroy, © - - I
7=El Tra'*sf r to State Atchwrs for r-aermanent fecation. - _ S I Co e
4 Oﬁ'?& fS - ffy)‘ ; .. W S

Hpon sale of real property, transfer folder to 1nactJ.ve file. Cut off '
J,nac’tlve f:.le at eha i each calendar yé’ér, then _hold current flles

0 Catendar Ypar O Fiscal vea;-h Other _._ge; o Belbf fon ¢ i real shen,

area 2. years, =

YES | NO | 10. Questionnaire __{Place an "'X"" in the proper calumn) e | e e
1 oats th:s the offnc:ai copv of tha series?
X 1 If pot whareisit? ... .. .. : : : - — - - - —
% b. Does the saries cont:*.m conf:denttai anformataon reqmrmg security handlmg? If yes, lte law or reyulation,
- ) ] B — LY
_ A ¢ Is thls a vital record? - i ' R T _
L1 d. Dozs this series have histarical or iong_;erm research va!ue? Kdmin & Legal Va:_l}l_ff_“__t" L B
X e.' When one or two documents in the fila make it necesscry to keep the entire file for a long period, cou!d these
1 documents be schadyled separataly?
K_ f. ,tuMmmmmmMﬁ_ﬂwwamwwL e -
X g. Is the information contained in this series ever analyzed andIOr recorded in a surnmanzed report’
3 ves, attach coov, ,
X h. Is there a duplication of this series in your office, or in anothgr office or agencv?
Jtves where? - . Secretary of State
X | i isthisseries for @ maior ortion of itl reoularly microfiimed?, . _ RO |
1X QoﬂMﬂﬁ&Wﬁﬁimnmmﬁ;;“_ T ST R
11. Retsntion Raquirements R The foiiowmg roc;uares the serfes to be kept. SR R
‘a, Stata Law S See bel.QW,,_., years, 4, A!Jdat puriod L _'._____.h.M‘.,.;,,-_..__;..‘ve-g_rs. o
-b. Statute of limitation IR ——T - N "?gt Adeinistrative figed - L e g e e Yeaes,
¢ Federallaw - . ,-_N_____.-,__m_,_.-,w,ﬁ__;-yl&-arst' _ O TE Wederzdratentios isiThetinns e YRR,

Ga Aet 1286 HB 626 page 672’ Ga Laws 1970 V01 I requ1res long-term reten—'; S
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" These instrictions apply to alt prior and future accumulations of the series.
| Agency Head/Designes _{Signature) _Date . | Records Management Officer (S ignature) 1. Date. ]
2406 | Fcacd P '
L - _ . o o Stanu Pecords Corr-— nan, fS"mra“ra} e '{):{rg _
Recom:fi: adainsin ﬁara- S R 5= sy T e e
gragh 1282 a,:br..iwd A s,’.":ta?a A'Jch{ﬂrjijs‘ sigries ¢- 7= 7
(If d:QpﬁfOlréd aﬂ’«?ch’ /etﬁc_f_ Eesnmkhindin i g : o - g A R e R S ".:‘-‘-,""":"' - --—-—-—«'——: e
of exphnat on.) - ‘ 1 Secreta _ ¥ State/ Des."“'w ?—f'- 2(. '

P e ks sl



